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State of Idaho Payment Services
Office of the State Controller
Division of Statewide Accounting

PAYMENT SERVICES USER MANUAL

APPROVING INVOICES WITH RESTRICTED
APPROVAL RULES

INTRODUCTION

Approving the invoice can be done either on the Approval or the Multi Proc screen.
However, if the Payment Services administrator has assigned ‘detail line approval’ on an
approval level, and the approver has been assigned PCAs/Indexes for approval authority,
the approver must use the Approval screen to approve the invoice.

Thus, the specific steps to approve invoices depend on the business processes of your
agency. Whatever the process, invoices must have fiscal coding/cost distribution saved
and completed before you can approve them.

RESTRICTED APPROVAL AND APPROVALS BY DETAIL LINE

Your Payment Services administrator can restrict certain PCAs or Indexes to approvers
for approving invoices. Your administrator can also enable detail line approval for certain
approval levels.

The steps in this document apply only if both of the following conditions exist:

e Your Payment Services administrator has restricted or assigned your approval by
PCA/Index. This gives you permission to approve only those invoice line items that
have coded with your assigned PCAs/Indexes.

e Your Payment Services administrator has enabled approval by detail line (or “line
item approval”). The assigned approval PCA/Index has an effect in Payment
Services only if your administrator has enabled approval by detail line on your
approval level.

NOTE: Your administrator can enable detail line approval on some approval levels
but not enable it on others. Therefore you may not have detail lines on all approval
levels.

If these conditions do not apply, please see the Payment Services Approving Invoices
documentation for instructions.

OPENING THE APPROVAL SCREEN

Open the Approval screen one of two ways:
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A. Save and complete the cost distribution on the Distribute screen and then click the
Approval tab. Skip to the Approving Invoices section below.

B. Locate and select an invoice in the Status screen:

= If necessary, search for invoices or sort the list of invoices displayed. The status
of the invoice will indicate that next approval level needed. See the Status
document for more details. NOTE: The names of the approval levels are defined
by your Payment Services administrator.

= Click Approve next to the invoice you want to approve.

Figure 1 - Status screen

Status Invoice Aftachments ' Distribute

Approval Multi Proc

Reports

Inveice Date: [3 Payment Date: e Status: - Find
Payment Date Range : [Al rvoices H to | Invoice [

Vendor Name: | Vendor Business:|

Acct: | Doc: | PO#: | Group: -
Reset

Atch Vendor Name Invoice # Total Amount |nvoice Date Payment Date Status

Approve CAFE OLE 123 $1,026.00 06302006 071012006 Awaiting Approval 3
Approve BRIAN ODELL HATCH 123abetest $1,026.00 06302006 0710172006 Released for Payment
DEPT OF ADMINISTRATION 1AB1020 $1,250.00 06/012006 07/30/2006 Released for Payment
COLLIERS PARAGON LLC 33485 $7,259.32 08/032006 0810372006 Awaiting Approval 1
KINGS DEPT STORE ABC456 $129.95 077062006 081062006 Awaiting Authorization
OWEST test123456 $156.23 077072006 0810772006 Awaiting Approval 2

APPROVING INVOICES

1. Review the invoice fiscal coding details.

To see more information about some of the fiscal coding fields, select the ‘title
check box’ for the fiscal code to display its title. For example, select SubObj Title
to display the title of the subobject code. Uncheck the ‘title check box’ to hide the
title.

Figure 2 - Fiscal code titles
[ Index Title [ PCA Titl s
istory Amt Invles PCA Index SubObiDHiTitle  Grant PhProject PhBUFundDil SecA Subs DMICAP TC R WS U T C]

View $1,026.00 tewst 01020 2604 5352 REFRESHMEHNTS AND MEALS JWheels 07 AUZENH 07 o001

" Grant Title [ Project Tile [T/ BU Title [ Fund Title

2. To approve an invoice, click the check box next to detail line(s) you want to
approve. The check box will be unavailable to the approver if the detail line has
been coded with a PCA/Index that has not been assigned to the approver.
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Figure 3 — Detail line

status: Awaiting Approval 2

DENVER, CO 80202

Total Amt:
Distributed Amt:

$123.56
$123.56

Inv Des¢: phone building 17
Comments:

View

View

" Check All
History Appr Amt  ImdDes

[ Index Title [~ PCA Title

¥ $63.56 phone building 17 #1010 1002 5410

T $60.00 phone building 17 #1020 2602 5000

I SubObj Title [~ Gra

nt Tile [ Project Titte [~ BU Title [ Fund Title

SCAA 0001 230

SCBA 0001 230

4]

L

Detail line check hox is unavailahle [——o———1
\ if it has heen cost distributed with a || Send Email Notification | |
PCA/Mndex that has not heen

Undo Approval

Payment Services

assigned to the approver

Save & Continue | save&Clear | Newinvoice |

Deletelnvoice |

3. Click Save & Continue or Save & Clear.

Save & Continue will save the invoice and leave it on screen with the approvals

you have entered. Save & Clear will save the invoice approval and clear the
Approval screen.

4. If e-mail notification has been enabled by your Payment Services administrator, an
e-mail dialogue box will appear after saving the approval. Use it to send an e-mail
to the next level approver(s) or click Send Email Notification to notify the next
level approvers. See the E-Mail Notification section below.

5. To see the history of previous approvals for an invoice or a line item(s), click View
under the History column.

Figure 4 - Approval history

- ——— < e O 50202
Status: Awaltlng Appruval 1 Microsoft Internet Explorer
Total Amt: $123.56 Inv Dest A Approvsl History
Distributed Amt: $123.58 Commer A’ Authorized by MARY EVERILL [02/08/2007)
Disbursed by JAMES CARTER [03/20/2007)
Approval 1 approved by JAMES CARTER (03/20/2007) m Undo Approval
" Check A Cindex Title  [IPCAT [/BU Tide [ Fund Title
istorySppr Amt  ImDes PCA Index SubOl - RHEev Sub Ut GAAR
[¥ $63.56 phone building 17 01010 1002 5410 SCAA o1 230
View [T $60.00 phone building 17 01020 2602 5000 SCBA 0001 230
4l | =
Save & Continue | Save & Clear | New nvoice Delete Invoice |

Approvers cannot change fiscal coding or cost distribution directly on the Approval
screen. An invoice must be unapproved and sent back to Cost Distribution. (An invoice

can be unapproved for other reasons as well.)

6. Toundo an approval on an invoice that has been approved, click Undo Approval.
7. After clicking Undo Approval, select the approval level (or “status”) you want to

set the invoice back to and then click Save.
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Figure 5 - Set Status after undoing an approval

voice

Invoice Date Payment Date Account # Vendor

Z} https://pss.sco.idaho.gov - Unapprove - Microsoft Internet Explorer

Y attachments® Distribute ¥ Approval Y Multi Proc Y Repors

Save | Set Invoice 'PATT987" to status: 03101

' Awaiting Authorization

' Awaiting Cost Distribution

© Awaiting Approval 1 BU Title ™ Fund Title

| @ Awaiting Approval 2 Jtl GAAP Location Facility Tas|
P

P @ Awaiting Approval 3

P & Awaiting Apprd

- @ Awaiting Approval 5 —

2 |&] Dene T8 @ Tusted sies | Unde Approval |

If e-mail notification has been enabled by your Payment Services administrator, an
e-mail dialogue box will appear after undoing the approval and saving the status.
Use it to send an e-mail to the next level approver(s) or click Send Email
Notification to notify the next level approvers. See the E-Mail Notification section
below.

To undo an approval on a line item that has been approved, clear the checkmark
next to the line item, and then click Save & Continue or Save & Clear. (Do not
click the Undo Approval button.) Save & Continue will leave save the invoice
approval changes and leave it on screen. Save & Clear will save the invoice
approval changes and clear the invoice off the Approval screen.

FINAL APPROVAL, PAYMENT DATE, EFFECTIVE DATE

When the final approval level is selected, a Payment Request Date dialog box appears.
This box allows you to select the date when the invoice gets sent to STARS for payment.
You can also change the Effective Date to control the month in which the transaction
will process in STARS.

If your agency administrator has set up line item approval for the approval level,
select each line item you want to approve.

Use one of the payment request date options:

= Enter a date in the Payment Request Date field (or use the calendar icon to
select a date).

= Select Invoice Payment Date. This will use the Invoice payment date as entered
on the Invoice screen.

= Select Invoice Approval Date. This will use the date the invoice is approved for
the payment date.

If necessary, enter a date in the Effective Date field (or use the calendar icon to
select a date). The default date will be the current day’s date. When uploaded to
STARS, STARS uses the Effective Date to determine the month in which the
transaction will process, as long as that month is open.
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4. Click Save & Continue.
5. Click the Approve... button.

Figure 6 - Payment Request Date

Payment Services

status: Awaiting Release to Star TWIN FALLS, ID 833016814
7339233
Total Amt: $99.99 Inv Desc:
Distributed Amt: $99.99 Comments:
™ Check All Cindex Titte [ PCA Title [~ SubObj Title [~ Grant Title [~ Project Title [~ BU Title [ Fund Title
view [ $29.99 02100 1000 5120 HDAG 0290 200
view [ $40.00 03000 1000 5120 HDAG 0290 200
view [ $30.00 03332 1000 5120 HDAG 0290 200
1] |
Approve Release to Star " Send Email Notification Undo Approval
Pavment Request Date [3/11/2008 [
© Invoice Payment Date
© Invoice Approval Date
Effective Date [3/11/2008 5|
Save & Continue | Save & Clear | New Invoice Defete Invoice.

E-MAIL NOTIFICATION

If e-mail notification has been enabled by your Payment Services administrator, an e-mail
dialogue box will appear after saving the approval or undoing an approval.

Figure 7 - E-mail notification

Invoice # | Send I Queue | pte
ASKE/103
Acct # Name Address
11263-6521
Invoice De ents
[REFERENC MERIDETH HACKNEY =] RENCE AND TRAINING BO
Comments
! i =

Total Amot pease review asap | | endor #x|  Sfx
485.36
Created by = Date |1/18/2006

Authorizi
—— r,_,_,_ £ Internet Z
Bl e P oo

You can also click Send Email Notification to generate the same e-mail dialog box:

Figure 8 - Send Email Notification button

Status: Awaiting Accounts Payabl

$99.99
$99.99

Total Amt:
Distributed Amt:

Inv Dese:
Comments:

" Check All [ index Title [ PCA Tide [~ SubObj Title

View [T $29.99 02100 1000 5120 HDAG 0290
View [C $40.00 03000 1000 5120 HDAG 9290
View [T $30.00 03332 1000 5120 HDAG 0290

[ Grant Tide [ Project

Fund Dtl SecA Subs DMICAP TC RRewv

TWIN F4
7339233

200
200
200

Approve Accounts P:Iy:ll)IK | Send Email Notification
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TO SEND AN E-MAIL NOTIFICATION

1. If the invoice had detail line approvals, the e-mail dialogue box will highlight
everyone on your notification list and send notification to everyone. Click a
recipient’s name to un-highlight them so they will not be notified.

2. Type a comment if needed.
3. Click Send or Queue.
= Click Send to send the e-mail immediately.

= Click Queue to save e-mail messages in a queue which will be automatically sent
at the end of the day (midnight). Queue will store multiple e-mail messages for
the same recipients, but only send one e-mail for each recipient with multiple
invoice messages in the one e-mail.

4. After sending or queuing, a verification message will appear. Click OK and then
click X in the corner of the e-mail dialog box to close.

TO SEND AN E-MAIL NOTIFICATION FROM THE QUEUE

Figure 9- E-mail queue menu
Payment Services

PmtSvcs Menu Applications Logoff

Status Invoice Attachments ' Distribute Approval Multi Proc

Invoice # [&] Invoice Date Payment Date Account # Vendor

5. Click E-mail in the top menu bar

6. By default, all recipients are selected. Uncheck the check box in the Send column
if you do not want to send an email to a particular person. However, any unsent e-
mails in the queue will be sent automatically at the end of business day.

a. To send notification to someone other than the recipient in the queue, click Edit
next to an invoice and recipient name. Note that this clears the check boxes on
all recipients.

b. Select a recipient’s name from the Email To menu.

Figure 10 — Editing the E-mail queue
[ Check Al [ Check llone

951 DAN GREITZER please review this

951 MERIDETH HACKHNEY please review this

951 PATTI EVERILL please review this

951 TU ANH BOCKENSTETTE please review this

987654 |DAH GREITZER j
CAROL BILBAO

987654
TU ANH BOCKENSTETTE

937654 |JAMES H CARTER
PATTI EVERILL
987654 |p STEVEN FALTER
957654
MERIDETH HACKHNEY
937654 |DANA R HAHSOH
SUAHHE KORA
SHARON WEBER
A14252  PATTI EVERILL

987654

OO0000O000O0000
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c. Type a Comment if needed.
d. Click Update to save the change. (Click Cancel to cancel the change.)
7. Select Check All if the check boxes were cleared when editing a name.

a. To select some people in the queue to notify but not others, select Check All and
then uncheck individual boxes in the Send column for individual recipients.)

8. Click Send to send all selected e-mails from the queue.

USING THE MULTI PROC SCREEN

The Multi Proc screen displays multiple approval levels. You can approve invoices on
the Multi Proc screen for those approval levels that do not have approvals by detail line.
Also, if you have any restrictions to the Index/PCAs that can be approved, you will not be
able to approve invoices on the Multi Proc screen. Use the Approval screen to approve
such invoices.

On the Multi Proc screen you can view the invoices and their approval details. The
names and the number of approval processes in the Process Column menu are defined
the agency’s Payment Services administrator. These names appear in the column headers
of the invoice list.

From the Payment Services main menu, select Invoice.
Click the Multi Proc tab.
If desired, click Select next to an invoice to view its details.

Select an appropriate approval level from the Process Column menu. In the
example below they are named “Approval 17, “Approval 2”, etc.

a. Check the invoices to approve (or leave them checked).
b. Uncheck invoices to “disapprove” (or leave them unchecked).

5. Click Save & Continue or Save & Clear. Either option will leave save the
approval changes and leave them displayed on the Multi Proc screen.

M wnh e

Figure 11 - Multi Proc screen

Status Invoice Attachments " Distribute Approval Multi Proc ' Reports

Range [Hext30Days 7] [02/19/2007 to [04/20/2007 Group: | - Find

I Show Editable Inuoices Only

Invoice Amounts
Amt
Select PATTS569 v v v v v I 02/20/2007  $999.97
Select TEST1236 v v v v I v 027202007 $2,679.64
Select PATTI256
gct PATT999
Select PATT6TS

W
v 02212007 $756.34)
v
v
Select PATT532 v
W
v
v

v v v v = 03/01/2007 $1,275.99]
v * 03/09/2007  $579.11

o o o The Approve checkhox is unavailable
- - if an approver is assigned a
PCA/Mndex approval and the selected
Approval level has heen assigned
approval by detail line.

Select PATT93T
Select PATTI®999
Select EXP99912

Save & Continue I Save & Clear I Refresh | Delete
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Payment Services

MULTI PROC FINAL APPROVAL LEVEL

The final approval level in Multi Proc will also display total costs and fund information
as well. By seeing the total amounts and the funds being affected, you can make
decisions about which invoices to pay, which invoices could be better distributed across

funds, etc.

Like the Approval screen, the PmtReqgDate (Payment Request Date) and EffectDate
(Effective Date) can then be changed if desired. Click here to see the Multi Proc

document for more details.

Figure 12 - Payment Request Date column

Status Invoice

Altachments " Distribute

Range [This Year

=] jo1/01/2008 to [12/31/2008

Approval Multi Prcc " Reports

Group — o N

I Show Editable Invoices Only

Process Column IApproverQ E

Invoice Amounts I~ check An

[Select FEB344 v v v W~ 03/082008 03/08/2008
[Select test 1 v 05102008 05102008
[Select PADBOD v 057302008 05302008

Totals by Pmt Req Date

Funds for 03/08/2008

Imwoice # Atch Auth Dist Fiscal Approver 2 PmtDate PmitRegDate

EffectDate
03/08/2008

Tot Amt Rlsd Amt
008 $500.00 $0.00

Fund BU  Tot AmtRisd Amit

%7 0290 HDAF $500.00  $500.00|

Total $500.00 $500.00
05/30/2008

Save & Continue Save & Clear

Recalculate

Refresh

Delete Invoice
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